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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

- -_.-I_____- - . 

INSTRUCTIONS: See Publicatio tl No. 76-RM-1 for instrf 
Department of Archives and Historv. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attuntion: Scheduling Section. .r ., > .  

~-, ..*_-_-.* ._- ~ ~- .~ - ~ FOR AGENCY ~ ~ .~ USE ~. 1. Agency Address 

Georgia Department of Labor ;  
.EDP Div i s ion  
Operat ions Unit-Room 386-Labor Building 
A t l a n t a ,  Georgia 

_ _  _ _ _ _  
Telephone Number 

EDP Operat ions Manager 656-7040 
~~~ - ~~ ~ ~ 

Application Dite 

Application Number 

> 2. Person to 
Keith 0. Johnson 

~~~ ~~.~~ ~ ~ -z------.- ~ 

a. El Estabiisn Retention Schedule; rebord will continua to accumulate. 
b. 
c. 

0 Dispose of present accumulation: no further accumulation anticipated. 
0 Arnend-Appl&gion No. -.__ _-._ Check One:- 0 Chanqe; .-ESu>-r-cede: 0 V o x  -~ - ~ ~ - - 

5. Racords ! h i e s  Title-~-fo/lowed by  title used in office; if different) 

System Management Facility. (S.M.F.) Monthly Summary F i l e  

, .~ What is ,. the function 9GZGs-s record series is created? ~. 
I 4. Dates 9f Series 

Earliest ~~ Latest 

11975 - .- 1  PRESENT..-^^. ~~ ---l 
6. Division and Office Function 

The EDP Program Accounts Div is ion  is a suppor t  d i v i s i o n  t o  the o the r  o p e r a t i n g  d i v i s i o n s  o 
t h e  Georgia Employment Secur i ty  Agency. 
computer ope ra t ions ,  systems des ign   and programming i s  fu rn i shed  by t h i s  d i v i s i o n .  " 

a d d i t i o n ,  a c o n t i n u a l  eva lua t ion  ,of computer hardwarg is accon.plished. 

A l l  d a t a  processing support  such as d a t a  e n t r y ,  
In  

--_ - -~ . . . ~ . ~ .  ~ 

7. Record Series Description 

r Documents relating to: feviewing and ~improving'.  the^ job mix and overall  computer system& oper- 

This file contains the following documents (inclu-itles, if any): 
Attach samples of the file. ! 

.. 

a t i o n a l  performance. 

Included are: com$uter- p r i n t o u t s   atha hat reco2d ' : lstatist lcal  - informat ion  Of job processed. 

. ,  

1 Nylon P o s t  Binde 

i 



. ~- ~ ~~ ~~ ~ . .. ~~ i*-_-.-c____m_- ~ 

ce an- " X ~ ~ ! _ n _ t h e p r o ~ r c o l u m n ) _ _ ~ _ _ _ .  
.~ 

a. Is this the official copy of the series? 

b. Does the series contain coffidential information requiring security handling? If yes, site law or regulation. .i 
~- 

.. 
- .~ , 

~~ ~. 
t ,  

__ ~ ~ ies have,hjst~ri.gl o r l . o ~ g ~ ~ ~ e g ?  value? 
e. When one or two documents in the file make it necessary to keep the entire fi le for a long period, could these 

scheduled separatelv?-~ .- __ 
. . ~  . 

\ tained hthisserierPuer&eIf?rercattechv.  . . .  

ntained in this series ever analyzed . .  and/or recorded in a summarized report? 

of this series in your office, or in another office or agency? 
~..-Jf res..attach_:mRu .___. . ~- ~~~ ~~ I 

-I I: 

. 

M? __ 1 .. i..hhiatblrierfi2ca ~ p ~ r f i Q o . O f f i t L . r m u ~  

11. Rotontion Rquirements 
- ~~ 

The following requires the series to be kept: 
-. X 1. " 1 .  i ~ D ~ s . ~ ~ ~ ~ e ~ Q t ~ ~ s e r i ~  reurlt in a ~IMUWJX&& 

____years.  
3 

_I_ years. 2 
-years. 1. Audit period 

.) 
a. State Law 
b. Statute of limitation ~ ~ ~~ ~-+--years. ~~ e. Administrative need 
c. Federal law >----~ ~ -years. f. Federal retention instructions 'yenr. 

. ! : -  _- I . .. . . ~ >  , .. - . i. :- :  j: - .  , -~ - 
Attach copy or excert of laws or regulations. Explain administrative need. 

To review and +prove job  mix, Computer System and Operation perfomance 
. -  - . .  

\ .  
~~ .>. . .  ~~ . .  . . -  

.' i '  ~. 2: - ,? r -, ~ . .  . .  
~~ ! .~ i 

! : ~ >~ .. . . .  - .% ~ . - -. - . .  ~. . .  . . . . , 8 1  
_ r ~ ~  . . . .  . .~ 

~~ 

! ; , ,  .~ . ? ,  I _ - .  I :  
. .  

% _ ~  

. .  -~ .- ~ - .- . - -. .- 

12 A m v o d  Diswsition lnstm-dons. .' This agend recommends tha t  the file @-the end of each: ' .'> ' ~ ' I  . .  
. ,  U 'Calender.'iear; 0 Fi&l Year;'& Other . Month then, 

. .  ~. 
' 5  7 ~- ~ 

a Hold in the current files area A - - - r n o n t h ( s )  --a .- year(s); then 
0 Transfer to local holding area; hold --~.__ yearb); then 
$I Transfer to Stare Records Center; hold -2. --.-.-year(s); then 
a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

. . .  
.. 

., ~. . . . .  ~. I -  
~~ 

7 . .  
. ~ .  .. ~ 

~ ~ ~.~ 
. ,  

These ink'uctions apply to a l l  prior and future accumulations of the series. 


